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Cost Transfer System—the means to correct charges to
projects

e Unit Financial Officers review financial reports to find problems

e Corrections to Sponsored Projects should be made in 30 days-why?

— -->> Follow the charge to its conclusion <<--
* Cost transfers are red flags

* Auditors review cost transfers in detail, so
— there must be a clearly documented need to move
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Electronic Cost Transfers

Purpose

e to give users the ability to make timely cost transfers between projects, within
certain restrictions

Benefits

Speeds the process

Eliminates the need for duplicate data entry

Uses system edits to test for keying accuracy

Uses system edits to test for available funds

Improves timeliness of corrections—why is this important?

Provides for direct input by Unit Financial Officers—not routed through the
Business Office
Provides for Two Processing Categories:

* “A” Direct input (Current, within budget, no account changes)

 “B” Review & Approve (Review done by G&C Accounting Managers)

The electronic cost transfer system features can be used on both sponsored
and non-sponsored projects.
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User Authorization
For experienced employees who have these pre-requisites:

1. GL Reports (required)

e 2. Grants Management for Campus Administrators (required)

e 3. Salary Planning and Distribution (recommended)

* 4. Appointment at Accountant lll level and higher or equivalent
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Authorization Form

Acknowledgement of User Responsibilities

Acknowledgement of Unit Head Responsibilities

* Authorization covers your unit(s) only

* Dean’s Office, Provost’s Office, Grants & Contracts can process between
units
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OMB Circular No. A-21

e Definition of Allowable Cost—it must be:

— Reasonable

— Allocable

— Treated Consistently

— Sponsor allows per the terms and conditions of the Agreement

RATS
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Allowable Cost Transfers

You should consider processing a Cost Transfer only if:

* 1) Institute financial procedures allow it.
* 2)Sponsored agreement allows it.
* 3)It’s within beginning and ending term dates of the agreement.

* 4) Appropriate supporting documentation is provided justifying the charge
on the “To” (receiving) sponsored project.

* 5) It has been certified by the Project Director or another authorized
representative to be accurate and allowable for the “To” sponsored
project.
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System Edits

Some of the system edits are:
* a. Entry must net to zero.
* b. Original posting dates are within the current fiscal year.

* . Projects are currently active.
* d. Accounts are currently active.

* e. No Personal Services account codes (5nnnnn).
 f. No PCard corrections (714150).

* g.No Indirect Expense account codes (9nnnnn).
 h. “To” project has available funds budgeted.

* i. The original posting date is less than 120 days IF moving to an
externally-sponsored project--but you can move charges to a GTF-
sponsored, a GTRC-sponsored, or a state-sponsored project after 120 days
(discretionary).

* j. See our website grants.gatech.edu/main/ for paper Cost Transfer
Requests.
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Category “A” — Direct

Processed and posted to the General and Expense Ledgers with the next
system processing cycle.

Must meet the following requirements:

» Total charges transferred to one project are less than $5,000

. Orlﬁm?a)ﬂ posting date is less than or equal to 60 days prior to entry date
y

* No d?ange in account numbers on both the “From” panel and the “To”
pane

* No d?ange in Employee ID number on both the “From” panel and the “To”
pane

e Account fields don’t include 78XXXX (Tuition)

* Project is within term
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Category “B” — Review & Approve

Immediately forwarded to Grants & Contracts Accounting for further
review and approval.

e G&C may ask for additional information or documentation to show
allowability.

* Additional supporting documentation must be provided within a two week
period, or the entry is deleted.
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Why am | doing this?...?

Selection of Reason Codes

1) Clerical Error
* 2) Wrong Project or Account Number

* 3) Reallocation-Time of Entry
e 4) Reallocation-Supplies Not Used

 5) New Award (New Award Date of agreement is required)
* 6) Renewal Award (New Award Date of agreement is required)

e 7) Pre-award Costs (New Award Date of agreement is required)
e 8) Other
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Justification Reports

* Two reports, “Cost Transfer Justification for Sponsored Projects” and
“Transaction Data”, must be printed at the conclusion of each ECT

— These reports, along with the other supporting documentation,

must provide complete documentation to show why the transfer
is allowable.

— They must clearly explain what occurred to someone who has no
knowledge of the transaction.




GrONGIAInSTture
of TZCrinology

Sample Justification / Comments

Justification should give complete information to show that the Cost
Transfer is an appropriate and accurate financial transaction, and that the
charge made to the receiving project is correct.

You have to convince the reader why you are making this cost transfer.
Think about what you are doing!
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Acceptable Justification Entries

e 1) To correct clerical error that occurred on the original purchase order for
these supplies.

* 2) To move charges to correct project. The Project Director identified an
incorrect project number when he authorized this purchase.

* 3) To transfer $510 of charges in excess of funding to the departmental
overrun project (state funds).

* 4) To transfer charges from departmental funds to new award approved
on December 10, 20xx. These initial charges were incurred after the
project start date of December 1, 20xx.

* 5) To transfer costs to a project funded by discretionary funds (State, GTF,
GTRC, FFP, other) to cover cost overrun.
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Unacceptable Justifications— Samples

* The following justification statements don’t adequately describe a
situation that would be acceptable:

— Bad account code
— Lack of State Funds

— Change due to reorganization
— Distribution of charges to reflect charges for newly awarded project

— Adjust expenses to reflect findings of meeting on 11/29 to review expense
distribution with employee

— Miscommunication between Pl and accountant

— Employee was given incorrect project number by accountant
— Redistribution did not occur in a timely manner due to staff turnover

— --what do these justifications say about the “to” project?
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Unacceptable Justifications— Samples

Temporarily charged these expenses to this NASA project while waiting for the
University of Illinois contract to be set-up.

* This justification indicates that the unit had knowingly charged a non-benefiting
externally-sponsored project for costs.

— -->> Follow the charge to its conclusion <<--

 There is NO ACCEPTABLE justification for charging costs to non-benefiting projects.
It is fraud to knowingly charge a sponsored project for costs that belong to another
project.

Better actions for “pre-award” costs would be:

1) Request an advance project number through the Office of Sponsored Programs
(OSP).

e 2) Charge to departmental or discretionary funds. Then the justification is:
“Charges were allocated to discretionary Project xxxx until the sponsored
agreement for University of lllinois was signed.”
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Unacceptable Justifications— Samples

“Transfer cost overrun to a project that has funds.”
or
“Project X was overdrawn. Cost transfer to this sponsored project
done to close the project.”

— Imply that the only reason for the transfers is to clear the deficit
on the from projects.

— The justification must indicate why the charge is appropriate for
the recipient project.

— Unless the “to” project is a discretionary project with no
restrictions (State, GTF, GTRC, FFP), charges must relate to the
specific scope of work being funded.

— If the recipient project has no restrictions then it may be an
allowable transfer, but the statement should indicate that it is
allowable and/or allocable; e.g., Firm Fixed Price.
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Cost Transfers Requiring Special Documentation

* There are some cost transfers that look questionable based on their

timing, the net effect on the project budget, or the type of expense being
moved.

* Accordingly, a valid and complete explanation is required that clearly
indicates that the cost being moved to a project is directly related to that
project’s scope, is allowable by the project budget, and is required to
complete the terms of the sponsored agreement.

* Supporting documentation should be attached that will be available for
subsequent audit review, and answers questions before they are asked.

* Following are 6 common scenarios that may raise questions:
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Cost Transfer to Relieve Over-Expended Budgets

Scenarios 1, 2, 3:

* 1. Moving charges from an over-expended project to a project with a
free balance.

* 2. Moving charges posted after term date to an active project.

* 3. Moving substantial charges from one project to another project that’s
about to end and still has funds that will be lost if not spent.

Documentation required:

* copies of original documentation must be attached to prove that an
honest error did occur or specific conditions have changed to
demonstrate that the Institute has not fraudulently billed and collected
funds from a sponsoring agency.
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Cost Transfer of an Equipment Purchase

Scenario 4: Moving equipment or software charges within 90 days of
termination to a project with a free balance.

Documentation required:

= A copy of the “to” project budget that includes a description of
equipment to be purchased, and

o A copy of an invoice for the purchase of the equipment that
matches the equipment description in the budget.

N A statement saying, "...the Project Director told me that the
equipment should have been charged to this other project”,
without copies of supporting documentation as described, would
not be considered adequate supporting documentation.
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Cost Transfer of Travel Expenses

Scenario 5: Moving travel charges.
Documentation required:

* A copy of the original TES
* A copy of the “to” project budget that includes provisions for such travel,

* A copy of the travel authorization indicating the itinerary and purpose of
the trip,

* A statement from the project agreement or proposal,

A written statement from the Project Director or Conference program
indicating that the trip and conference benefited the project being

charged.




Cost Transfer 60 or more days after original
expense posting

Scenario 6: Moving charges over 60 days old.

* Cost transfers are considered unacceptable if made over 60 days from the
original posting date of charges being moved...

» ..except for a few specific instances where your documentation can
clearly show that the need for the transfer could not have been known
within the 60 day time frame, e.g.:

— a. The sponsor rejects a charge and notification is received more than 60
days from the charge date

— b. A new contract permits expenses incurred during completion of the final
negotiation of contract terms (usually 90 days prior).

— c¢. To reduce expenditures while preparing final project reports in order to
comply with all terms and conditions of the sponsored agreement
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ECT Cost Transfer Files Are To Include:

1. Cost Transfer Justification Form (A) or (B).
2. Cost Transfer Data Report (A) or (B)

3. Expense Ledger printout showing the original charge before the
transfer, i.e., the wrong charge

4. Expense Ledger printout showing the charge after the transfer.
OR: You check the posting, then initial and date the entry on
Justification Form
5. Other documents and/or correspondence. Examples include:
—  Original Purchase Order with incorrect information
— Letter from Project Director requesting the correction
— Letter or instructions from sponsor or Institute officer.
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Files To be Maintained:

1. Pending ECT File — Current Year

This file contains the files of all Electronic Cost Transfers from initial
preparation until: 1) the entry has been posted to the General Ledger and
confirmed as posted correctly, or 2) the entry rejected and/or cancelled. It
should be in ECT number order.

2. Completed ECT File- Current Year

This file contains the files of all completed Electronic Cost Transfers for the
fiscal year. It should be in ECT number order.

Completed ECT Files — Prior Years

Each completed prior year contains the files of all completed Electronic Cost
Transfers for the designated fiscal year, kept in ECT number order. This file
would be maintained for a period of five fiscal years.
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PeopleSoft Financials 8.8
Electronic Cost Transfers

Getting Started

Log onto TechWorks, using your GT Account and Password.

(Forgot your password? Send an email to admin.accounts@oit.gatech.edu
requesting that your password be reset. The security administrator will notify
you by email when your password has been reset. )

Using the TechWorks Menu along left side of screen, navigate down and click on
“GT Grants System”, “Journals”, and then “GT Campus Cost Transfer”.

; TechWorks - Microsoft Internet Explorer =& 5[ 25
File Edit ‘“iew Favorites Tools  Help ﬁ
GBack - = - D 7at | Qisearch [EFavorites {hMedia 4 | B-S e H %
Address |®j https:/ techwarks. psauth, gatech  edu: 5943 pspipaprod/EMPLOYEE JEMPLIh/ 7tab=DEFALLT j et | Links >* g'

ngle I | |G‘ Search - | QNEW' $ @ 0 blocked | “5 Check = °% Autolink = Autafil EODtmns &
CRMFUS HAF DIRECTORIES SITE SERRCH =
W©I:F|:k§§ [Business Services Shorteuts.., o] [==]
My Page Welcome Campus Admin News Home | Add Links | Sign out My Links j @
Personalize Content Layout Monday, January 9, 2008 234 PM Welcome hiarjorie Ellen Reece
@
= EICIE 2| K
- ; [
I Business Senices '@ Freq. Links to Sponsored Proj 2
. )
> 5T Grants System Biweekly lime E, GRANTS GOV - Proposals
Access all biveeekly ime * Human Subjects - Onling App =l
[» Setup and Maintenance functions ICOL - Proposed Status
[> Budgets Hew Funds
atied . . OSP - Contract Info Systerm
,na ¥ vacationand Sick SPD Training Toolbox
- 4 Aevess all vacation and sick Cverhead/Finge/Tuition Rates
> GT Campus Cost Tiansfer ¥l functiors PEB Report (F¥2001 and prior)
— BTG Cost Transtar X
Project Mumber Lookup
— Cost Transfer Form A ailin AUITHET
— Cost Transfer Form B A s School Activi SPD Training video
Bvre— o Summer School Activity Weh Grants Manaermert
=bsl allslel 0 Auid & Access all summer schoal pay wWebWise Research Admin
— CostTransfer Report A [ ] activities -
— Cost Transfer Report B B Forms
— Cost Transfer¥TD Pawroll and HRMS Renorts O] Lists
b @ Accesz all departmental II' Reports
[ Inguity : Payroll and HRMS reports [ Policies
..... i :
I Reports 7 D Sponsored Projects Categories
Salary Planning 8
1> gt @ el =s Distribution [*]  Snonsored Projects Home Pages
[ Month End Close Salary Planning & Distribution
] s
n¥aicing a
=] S
= o
I Welcome to Techiorks B ‘ @
L - e | j g.
|@ lilili ) Internet
iﬂstartl J :gj a8 @ » J ﬁReece...l (3 CHUCK | Micms..‘l Eﬁdobe‘..l c®pEudor... | @ECT | @Tach.‘. | |Q|5$H@% ’&@0 2136 PM
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NOTE:

PeopleSoft Financials 8.8
Electronic Cost Transfers

To start a new cost transfer, click on "Add a New Value” tab.

‘3 GT Campus Cost Transfer - Microsoft Internet Explorer

File Edit  Wiew Fawvorites Tools  Help

HBack v = - @ ﬁ| @Search [ Favorites @Med\a 8 ‘ %v =h =

PeopleSoft.

=13

Hotme | _Acdto Favorites

GT Campus Cost Transfer
Enter any information you have and click Se L eave fields blank for a list of all values.

/ Find an Existing Value {__Add a MNew Value

BusinessUnit:  [begins with 7] [oT
GT GL Uit Trans Mo [be gins with =] |
User ID: [begins with =] [mrzz7

[ case Sensitive

Searth | Clear | Basic Search B Save Search Criteria

Find an Existing value | Add a8 Mew Yalue

“GT GL Unit Trans No.” defaults to “"NEXT".

AddressI@https:,l’ffsdevl.psDFt.gatech.edu:574SJ‘psp,iFsFunB.l’EMPLOVEE,I’ERPJ‘C,I’GT?GRANTS.GT?GL?COST?TRNF‘GBL j @Go Links | =3

M Win o o |

nktp

PeopleSoft.

E»

GT Campus Cost Transfer
[ Find an Existing Yalue { Add a New Value \‘
Business Unit: IGT

GT GL Unit Trans No:[f 5T

User ID: Imr22?

Add

Find an Existing Value | Add a Mew Yalue

Business Unit MUST be “GT"; if this field has anything besides “"GT",
change it to “"GT". Then click "Add” button to start a new Electronic Cost Transfer.

To navigate through the ECT panels, you use either the “Tab” key or point and click
with the mouse. DO NOT USE THE “ENTER" KEY.
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‘3 GT Campus Cost Transfer - Microsoft Internet Explorer ===l
File Edit  Wiew Fawvorites Tools  Help |
HBack ~ = - @ ﬁ| @Search [l Favarites @Med\a 8 ‘ %v =h =

Address IE https:{Fsdevl. psoft.gatech.edui574 3 psp/Fsfung/EMPLOYEE/ERP /G T_GRANTS, GT_GL_COST_TRNF.GEL j @Go Links




PeopleSoft Financials 8.8
Electronic Cost Transfers

If you know which Reason Code applies to this entry, enter 1 — 8 and tab.
Otherwise, click on the magnifying glass next to *Reason Code to access the drop
down box of allowable reasons for the cost transfer. Click on the correct value to

select.

‘3 GT Campus Cost Transfer - Microsoft Internet Explorer -8

File Edit Wiew Favorites Tools  Help ‘
sHBack ~ = - @ ﬁ| @Search [l Favorites @Madia ®| %v S = E

PeopleSoft.

=13
Mew rindaw | ,

~
/ Cost Transfer '\ From Transfer | To Trapefr |
7

| UserID: 227 Mame: / Unit Cost Transfer Mo:  MEXT |
-
*Reason Code: I_( I Delete Entry
*Justification / C it
|
DEPARTMENT CERTIFICATION: | confirm -
that: 1. T have first hand knowledge as to the accuracy of
this costtransfer and have been delegated authority within the depatment to certify this
request, and 2. The costs being moved to the project
identified above are directly related to the project scope, allowahle by the project budaget, and
have been incurred in a timely manner to benefit nroiect activities.
Name: Date: 12/05/2005
B save =] Notify Previous tah Mext tab B Add | UpdaterDisplay

Cost Transfer | Erom Transfer | To Transfer

£
o
S
]
3
@Dona ’_’_ré_ 4 Internst
:gstart”J & © O »|| Fresce...| Gywon [ [Emicros...| [Ladobe...| @ptudor... [ @Yt ca. | BECT ... | [ BE ED zsom

Drop down box:

GT Campus Cost Transfer - Microsoft Internet Explorer

File Edit ‘iew Faworites Tools  Help

GBack ~ = - 2D 7t | ‘@ search  [EFavorites  GfMedia % | B S =

Address IE https: jifsdewl. psoft. gatech. edu: 5743 pspifsfuns/EMPLOYEESERP /o GT _GRANTS.GT_GL_COST_TRMF.GEL

PeopleSoft. R

Select one of the following values:

= »

E|Clerical Error

E [wrong Account s Project Mumber
E|Reallocation—Time of Entry
E|Reallocati0n—5ugnlies not used
E|New Awvard

|6 [REnewal suward

E|F‘re-Award Costs

|2 [Cther

Cancel I
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PeopleSoft Financials 8.8
Electronic Cost Transfers

If you select the New Award, or Renewal Award options, you will be required to
enter the new or renewal award date. You may enter the award date or use the
calendar feature by clicking on the small calendar icon and navigating to the
appropriate date.

a GT Campus Cost Transfer - Microsoft Internet Explorer ' =2

File Edit  Wiew Fawvorites Tools  Help |
HBack ~ = - @ ﬁ| @Search [l Favorites @Med\a @ ‘ %v =h =

PeopleSoft.

Home

Er
New Window | 5
{ Cost Transfer Y From Transfer | To Transfer |
/
| UserID: mrz27 _ Name: Unit Cost Trfsrer No:  NEXT |
‘Reason Code: [5 QU New Award Hew Award Date: | [ [ Delete Entry
*Justification / C
DEPARTMENT CERTIFICATION: | canfirm -
that: 1. I have first hand knowledoe as to the accuracy of
this cost transfer and have been delegated authority within the department to certify this
request, and 2. The costs being moved to the project
identified above are directly related to the project scope, allowable by the project budget, and
have heen incurred in a timel manner to benefit nroiect activities. LI
Name: Date: 12/05/2005
B save [E] Natify Frevious tah Mexttah B Add | UpdateiDisplay
Cost Tranefer | From Transfer | To Transfer
J( Cost Transfer Y From Transfer Y To Transfer \ SCFO|| tO the COI’I’eCt
|User ID: mr327  Name: Unit Cost Transfer No: WEXT | month and year and
*‘Reason Code: IE_Q Rengwsl Avward Renewal Date:l El I~ Delete Entry | Cl |Ck on the date_
“Justification 1 € December v| 2005 v|

5 M T W T F §
T2 3

4[d & 7 8 910

11 12 12 14 15 16 17

DEPARTMEMNT CERTIFICATION: | canfirm 18 19 20 21 22 23 4
that: 1. have first hand knowledge as 26 26 27 28 29 30 31
this costtransfer and have been delegated authority within the department |
request, and 2. The costs being moved
identified above are directly related to the project scope, allowable by the pr (4] Current Date [
have heen incurred in a timely manner to benefit nroiect activities.
Name: Date: 12052005 |
B savwe | = Natify Frevious tab Mext tab | E  Add | UpdateiDisplay |

Cost Transfer | Eram Transfer | To Transfar
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PeopleSoft Financials 8.8
Electronic Cost Transfers

Enter the Justification / Comments field for the cost transfer making sure to
clearly state why this charge is allowable on the “to” project.

‘3 GT Campus Cost Transfer - Microsoft Internet Explorer

=& x|
File Edit “iew Favortes Tools  Help ‘
G Batk v = - @ f:ﬂl @Search (] Favorites @Madla @l %- =] -

Address |&] htps:ffsdevl. psoft.gatech.edu:5743]psp ffUnB /EMPLOYEEJERP/C/GT_GRANTS.GT_GL_COST_TRNF. GBLFolderPath=PORTAL_ROOT_OBJECT.GT_GRANTS_SYSTEM1¥| @G0

PeopleSoft.

[EL

Home

Mew Window | &

/ Cost Transfer '\ From Transfer | To Transfer |
| UserID: mr227  Name: Unit Cost Transfer No: MNEXT |
‘Reason Code: [E CL Renewal fward  Renewal Date: [11/0172005 [ [ Delete Entry
*Justification / C
The sponsor required a new project numhber for the second vear of this regearch. This entry ;I
moves charges that had heen placed on the first year award to the correct project for year twa
DEPARTMEMT CERTIFICATION: I canfirm E
that: 1. T have first hand knowledge as to the accuracy of
this cost transfer and have been delegated authority within the department to certify this
request, and 2.The costs being moved to the project
identified above are directly related to the project scope, allowahle by the project hudget, and
have heen incurred in a timely manner fo henefit nroject activities ﬂ
Name: Date: 12052005
B oave | B Nty Previous tab Mediap | B+ add | /B UpdateiDisplay
Cost Transfer | From Transfer | To Transfer
=
9
o
7]
2
[&] pone |_|_|E|_ ) Internet
hstart||| f) @ @ @ »|| Ereece...| Byon | [ElMioros... | [ adbe...| eEudor... | BECT ... | &JaT ca | el T

When you enter a cost transfer, you are agreeing to the following stipulations: you
are accepting responsibility for the accuracy and appropriateness of the data
entered.

| =

DEFPARTMERT SERTIFIZATICM: | canfirm -~

that: 1.1 hawve first hand knowledge as to the accuracy af

this costtransfer and have been delegated authority within the deparment to certify this

request, and 2. The coasts being mowved to the project

identified abowve are directly related to the project scope, allowahble by the project budget, and

hawve been incurred in a timely manner to benefit proiect activities. Ll
MHame: Date: 1 2/05/2005
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PeopleSoft Financials 8.8
Electronic Cost Transfers

Entering the "FROM TRANSFER” Data

You can only transfer charges "FROM” one Project ID at a time
using the Electronic Cost Transfer panels.

Click the “From Transfer” tab to continue the data entry.

/3 GT Campus Cost Transfer - Microsoft Inter

File Edit Wiew Favorites Tools  Help
dBak » = - ﬁl Qhsearch  GFavorites G Media Ql S = 15

Address I@j https:fifsdevl,psoft.gatech.edu:5743/psp/fsfuns/EMPLOYEEJERPICJGT _GRANTS,GT_GL_COST_TRNF.GBL

PeopleSoft.

Home | Addto Favortes | Sion ou

=13

Mew Windaw | &

IEIEIEIE 5-us0 Bl [E

Ol

[ CostTransfer | From Transfer \_To Transfer |

| UserID: mr227  Name: Unit Cost Transfer No:  NEXT |

From Transfer Customize | Find | view All | 8 First (4 1 of 1 D] Last =
i Original Original Employee/ . &
Project I Account ing Equipment Tag Amount
Project ID Account Posting Date Reference Vendor ID Equipment Ta| Amount -
1 a| | B | | Q| Q| =
B Save = Notify Previous tab Mext tah B+ Add | P

Cost Transfer | Fram Transfer | To Transfer

b=

L1]

:

J | s 8
’_’_ré_ 8 Internet

&
iastart”J e S0 »H Firesce, ... I [EyTkan I MichsDF‘..I [ Adobe RI @Eudnra-..‘l £ET Cam... | BT Ma..‘I |E@|—l§@gaa®‘)% 2:57 PM

Enter the Project ID you are moving the charges FROM. You may type in the
project number or click on the magnifying glass to use the Project ID search feature.
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PeopleSoft Financials 8.8
Electronic Cost Transfers

Enter at least the first 3 digits of the Project ID to narrow the search. The more
digits you enter, the easier it is to locate the specific project you're looking for.

‘3 GT Campus Cost Transfer - Microsoft Internet Explorer - |5 x|
File Edit “iew Favortes Tools  Help ‘
G Batk v = - @ f:ﬂl @Search (] Favorites @Madla @l %- S = @
Address I@ https:jifsdevl. psoft.gatech.edu:5743/psp/fsfuns EMPLOYEE JERPIC)GT _GRANTS.GT_GL_COST_TRMF.GEL j @GD Links **
PeopleSoft.
[EL
Hewindow | B, =
Look Up Project ID
Project: [negins with »| [290
Look Up | Clear | Cancel | Basic Lookup
Search Results -
Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results
Wign Al 1-100 of 300 [p] Last
Project Description Tree Name Effective Date of Tree
280010320 Energy Audits at Carpet Plants GT PROJ SECURITY 07i01/2000
280010391 Traditional Industries Program GT PROJ SECURITY 07i01/2000
290012381 Traditonal Indust [PST GT PROJ SECURITY 07i01/2000
290012391 Traditional Industries GT PROJ SECURITY07/01/2000
90020303 Ga Environmental Pinrshp Prag GT PROJ SECURITY 07I01/2000
90020304 Cost Sharing for M-20-634 GT PROJ SECURITY 07i01/2000
290020305 GRA-Cagle's Feed Mill GT PEOQJ SECURITY 07i01/2000
290022303 Geardia Erwiron Partnership GT PROJ SECURITY 07/01/2000
2900371 Pulp and Paper Res - IPST GT PROQJ SECURITY07/01/2000
2800381 Trad Ind Prog - Admin GT PROJ SECURITY 07i01/2000
290040106 FoodPac-Co PET Boxes Rsch Cons  GT PROJ SECURITY 07i01/2000
290040315 Midsized Cities ImplRsConstt GT PROJ SECURITY 07i01/2000
290110100 ED &TY State GT PR SECURITY07/01/2000
280110101 EguipmentDirector's Office GT PROJ SECURITY 07i01/2000
280110102 Professional DewDirector's Of GT PREOJ SECURITY 07i01/2000
280110103 Sofware Uparades/Dir Ofice GT PROJ SECURITY 07i01/2000 =
290110104 Furniture/Director's Office GT PROJ SECURITY 07i01/2000 &
290110105 ContingencyDirector'S Office GT PROJ SECURITY07/01/2000 3
280110106 Reg Office Misc Operating Exp GT PROJ SECURITY 07i01/2000 d '6
Y . o e e i A s Y
[&] |_|_|E|_ ) Internet

Hhstart||| (f) @ @ @ || Ereece...| Byectm...| [Emioros... | sveta... | [Sadobe.. | SEudor... | @t ... | #e1ca.. | | lsd Y@M H S T®  oiz4am

Click on the appropriate project number and it will fill into the Project ID field on the
“From Transfer” tab, as follows:

a GT Campus Cost Transfer - Microsoft Internet Explorer

G|
File Edit Wiew Favorites Tools  Help |
WP Back « = v @ ﬁl @Search [l Favorites @Med\a @ ‘ %v = =

PeopleSoft.

&

Home

Il Yin d o |

CostTransfer | From Transfer | To Transfer |

| UserID: mr227 Mame: Unit Cost Transfer No: MEXT |

From Transfer
. Original Original Emplovee/ -
Account - Equipment Tag Amount
Project ID Account Posting Date Reference Vendor ID Equipment Tat Amourit
1 [zs0820870 @, | a | al Q| = =

REVISED JANUARY 2011 Page 8
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PeopleSoft Financials 8.8
Electronic Cost Transfers

From Transfer Custornize | Find | View Al | 88 First [ 4 or 1 [#] Last
} Original original Employeer ]
L quip "
Project ID Account Posting Date Reference Vendor ID Equipment Ta Amount
1 [290620870 @, | a B | al Q| = =

Tab over to the “Account” field. Enter the Account Code from the original posting.

Tab over to the “Original Posting Date” field and enter the Original Posting Date
using the MM/DD/YY or MM/DD/YYYY format.

Enter the Original Reference information.

If a travel or per diem account code is used, you must fill in the Employee ID
number. When using certain materials and supplies account codes, you must fill in
the Vendor ID. When you enter any of these account codes, the Employee ID and
Vendor ID field panel opens for data entry. If you do not know the Employee ID,
click on the magnifying glass, and enter an “E” in the first row. When performing an
Employee ID search, an “E” must be placed in the “Vendor ID” field; the “E” should
be omitted when searching for a Vendor ID. A portion of the employee or vendor’s
name can be entered in the “Short Vendor Name” field to quicken the search. Click
“Look Up”, scroll to the correct Employee and click on the required ID. The number
will be loaded into the correct field on the ECT “From Account” tab.

‘3 GT Campus Cost Transfer - Microsoft Intern == x| =

File Edit “iew Favorites Toadls  Help ﬁ

B R | ﬁ| @search [GlFavorites EfMedia ¢4 ‘ B S =

Address I@j https:}ifsdevl. psoft.gatech.edu:5743/pspjfsfung/EMPLOYEE/ERP /e /GT_GRANTS. GT_GL_COST_TRNF.GEL j @Go Links **| =Y

PeopleSoft.

E»

New Window | 5, 2]

Look Up Employee/ Vendor ID

Business Unit: GT

wvendor ID: [begins with | [E

Short Vendor Name:lbggms thj| Q

Hame 1: [begins with =] Q b
Look Up | Clear | Cancel | Basic Lookun

Search Results

Only the first 300 results can be displayed. Enter more inforration above and search again to reduce the nurmber of search results.
i All 1-100 of 300 [)] Last

Nendor I Short endor NameName 1 — |
E100007 CARLAWTHC-001 CarlAnthony O
E100013 MOTZASHLE-001 Mok Ashleyd
E100015 PHILLSTERPH-00Z Phillins Stephany &
E100020 MARTIGREGO-002 Marin Gregar A
E100023 MURPHSHELD-001 Murphy Sheldon &
E100024 ALVARJULIA-001 Alvarez-Gil Julia
E100040 MILLERYAR -001 Miller,Ryan k
E100052 HIRSCADAM-001  Hirschel Adar H
E100058 EGHRASIMA-001 Eqghrari, Sina
E100060 HALESJOEL-001 Hales.doel M
E100063 HOLLIEMILY-001 Hollis, Emily F
E100070 JOHMSSHAYL-001 Johnson Shayla b
E100075 SHORTMICHE-001 ShaortMichelle L

2
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PeopleSoft Financials 8.8
Electronic Cost Transfers

To make the search faster, you can enter a portion of the employee’s name in the
“Short Vendor Name” row to reduce the number of results returned.

‘3 GT Campus Cost Transfer - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

dBack + = - (D ﬁ| Qisearch  [ElFavorites G Media ®| B S =5

Address I@j https:ifs.psoft, gatech, edufpsp/fprod/EMPLOYEE/ERP c/GT _GRANTS.GT_GL_COST_TRNF,GEL

j oan |L|nls =

» le - ~|| |C|search - (= Oblocked | *5€ check = o Autolink -
9 v S

PeopleSoft.
[Menu 8

| utoril - e options ¥

HewWindaw | 5, 2]

Search:
b My Favorites Look Up Employeef/ Vendor ID
= GT Grants System
[ Setup and Maintenance Business Unit: GT
I Budgets Vendor ID: i
- Joumale [begins W\thj|E
Short Vendor Name:| hegins with j |REE P aQ
— BT GC Cost Transfer Name 1: Ibegins with jl Q
— Cost Transfer Form &
— Cost Transfer Form B Look U Clear Cancel |
Basgic Lookup
— Cost Transfer On Hold P | | | Basic Looky
— Cost Transfer Report &
— Cost Transfer Report B Search Results
— Cost Transfer ¥TD 1-56 of &6

|> GTF_ ‘endor ID Short Yendor Hame Name 1
Egzgﬂs E84708 REECEAUZIE-00Z
T 523465 REECEMARJO-D01 :
b Month End Close E522201 REECEPETER-001 Reece.Peter David
> Invoicing EA08033 REECETAMEK-001 ReeceTamekal
> Purchasing E519122 REECETIFFA-001 Reece.Tiffany Latonva
1> General Ledger E514908 REECEWANDA-001 Reecelanda G
> Set Lip Financials/Supply E523254 REEDALEXADD1 Reed 1Y Alsxander Clarke
Chain E84505 REED CHARL-001 ReedJrCharles P

[- Application Diagnostics

b Tree Manager ES05140 REEDALANMA-O01  ReedAlana Leigh )

b Reporting Tools E513975 REEDBRAND-001 ReedBrandon Christopher

I PeopleTools ES05508 REEDCARA-001  Reed.Cara Powell

— Chande My Password E518070 REEDCHRIS-001 Reed Christopher Stalker s
— My Personalizations E5S06976 REEDCOURT-001 Reed Courney D 9

E521430 REEDDUSTI-001  Reed,Dustin Thomas 8
FANAR4R REFNFKFEYIN-NNT  RAader Kavin = '%
|@ ’_’_ré_ & Internct |
;ﬂstartl |t @ @ @ »| Eireece...| Byect .. | Eticros... | [adobe. .| @peudor... | &67ca... [ ®ecT ... | | oG OB RE  assam
You can click on any of the column headers to re-sort the listing.
er more information above and search again to reduce the number of search results.

iEA 1-100 of 300 [3] Last

Vendor ID Short Vendor Name Named |

E101333 ALLBEALISS-001  AllbesAlissa T

E100024 ALVARIULIA-O0T  Alvares-GilJulia

E101349 ANDERERIC-002 Andersaon Eric J

E100737 AWMDERMWAILLI-001  AndersonWilliam B

E104488 AMDRASIGRLU-001 Andradottir, Sigrun

E101335 AMIb-KOF]-001 Anirm-Appiah Kofi O

E102345 ARMOLCYRTH-001 Arnold,Cynthia Tucker

E104487 AvHAMHAYRI-001  AvhanHavtive

E100745 BAILEROBER-001 BaileyRobert B

E101553 BAKERAMDRE-001 BakerAndrew P

E101463 BAKERAMTHO-001 BakerAnthony Wayne

E101238 BALLAWILLIOOT Ballard William & =
E104486 BAUCHOLN-001 Bauchau Olivier A a
E101731 BAXTECHRIS-001 Bader Christina b a
E104435 BEARDAVERY-001 Beard Avery.] ﬂ '6
|&] pone ’_’_E # Internet i

il start |

eSO *

J ﬁReece...I @IKON | Mlcrns.‘.l Endnbe..‘l pEudar,. | @GT Ca...l @ECT |
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Electronic Cost Transfers

PeopleSoft only displays the first 300 items in the listing, so the more digits you

enter, the smaller the number of results that will be returned.

Look Up Employee! Vendor ID

Business Unit: GT

wendor ID: [egins with =] [Esz3

Short Vendor Name: [egins with =] | &}

Name 1: [bging with =] Q
Laak Up | Clear | Cancel | Basic Lookup

Search Results
Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
g All 1-100 of 300 [¥] Last

‘endor ID Short Vendor Name Name 1

E523000 HILDRBRADFE-001 Hildreth Bradford Abbott
E523001 HIRAICAREMN-001  Hirai,Caren Miki

E523002 ROBERMATTH-003 Rohertson Matthews Harris
E523003 SALOMKATHL-001 Salome Kathleen Rose
E523005 CHARLCLARE-O001 Charleswell Clarence O
E5230068 OFAKIARKAD-002 OzakinArkadas |

E523007 HAWESHAROL-001 Hanes Harold Mattson
E523008 KOHYUM--001 ko Hyun-Jun

E523005 HABIBMATTH-001 Hahbib Matthew George
E523010 LISCAIREME-001 Liscanolrene Matia
E523011 GREEMTHERE-001 GreenTheresa Renee
E523012 POWELMARSH-001 Powell-Forbragd Marsha Ann
E523013 |SHMUUMIDJ-001  |shroukhamedoy, Umidion K
E523014 REVILEUSAMN-001 RevillSusan Michelle
E523015 FELTORASUIN-001 FeltonKasundral

=]

]

| LOsOIN

T —

§Qstart| | ﬁneec..l [EX) = | [ | [ ado... | @Eudu..‘l @GTC...l ECT...I

eSO >

[V AP DD azm

Again, a portion of the employee or vendor’s hame can be entered in the “Short

Vendor Name” row to quicken the search.

Look Up Employee/ Vendor ID

Business Unit: GT

Vendor ID: [bging with =]

Short Vendor Name: [ begins with = | [wILL Q

Name 1: [begin with = || Q
Look Up | Clear | Cancel | Basic Lookup

Search Results
Only the first 300 results can be displayed. Enter more inforrmation above and search again to reduce the number of search results
Wigw All 1-100 of 300 [] Last

‘endor ID  Short Vendor Name Name 1

E96305 WILLACARLT-001  Willacey,Carltan S

ESz20042  WILLACYMNTH-001 ‘Willard, Cynthia Lauren
ES16756  WILLAIOMO-001  WillacyJamo Kenvata
0000047255 WILLALESLIODT  Willaford Leslie P
E519464  WILLAMORGA-001 Willard,Morgan L

00000354 37 WILLARICK-001 Wiillard Rick
000002961 GWWILLCALLEM-001  Wyillcow & Allen |
E410345  WILLCJUSTI-O001  WillcoxJustin J.
ES16671 WILLEBJOER-001 Willer Bioern T.
ESOE17S  WWILLELIZA-001 il Elizabeth Megan

El

E519352  WILLEMELIS-001  Willetthelissa Marie
E524314  WALLEMICHO-001 Willett Micholas James
0000047234 WILLEPETER-001  Willett Peter
EGGaa WILLETHOMA-001 Willett Thomas ©
0000027803 WILLHWEBARR-001 Yillhite, W, Barry

]

| LOsoL

[ & e

iastart”J ] & & ”|J ﬁReec..‘l e | [EMicr... | [&ado... | @pEude...| &6 .| BHECT .. |

REVISED JANUARY 2011
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PeopleSoft Financials 8.8
Electronic Cost Transfers

When using an equipment account code, the Equipment Tag field will be available
for data entry. This tag number is validated by the Asset Management system
within PeopleSoft.

‘3 GT Campus Cost Transfer - Microsoft Internet Explorer =)
File Edit Wiew Faworites Tools  Help |
<GBk - = - (D ﬁ| Qisearch [GElFavorites FMeda <4 ‘ EA-S = e i
Address I@ https:}ifsdevl. psoft.gatech.edu:5743/pspjfsfung/EMPLOYEE/ERP /e /GT_GRANTS. GT_GL_COST_TRNF.GEL j @Go Links
PeopleSoft.
E»

e Wind o | n

CostTransfer ¥ From Transfer Y To Transier \‘

| UserID: mrz27  Mame: Unit Cost Transfer No:  MEXT |

From Transfer Customize | Find | Wiew All | a2 First [ 1 of 1 [v] Last
. Original Original Employeer N
. quip! 1|
Project ID Account Posting Date Reference wendor 1D Equipment Ta; Amourit
1 [220820870 Q [s43200 Q| | | sy| =l

/

B save | = notify Previous tah Mexttab Ee  add | Pl

Clicking on the magnifying glass gives you a search option within the Equipment Tag
database.

Look Up Equipment Tag

Business Unit: GT
TagNumber: [pegins with =] [0100

Laak Up | Clear | Cancel |Elasic Lookup

Search Results
Wign All 1-100 of 213 m Last

ai Numbe
0100060
0100064
0100065
0100067
01000659
010007a
0100071
0100072
0100073
0100074
0100089
0100040
0100091
0100096
0100098
01000595

A4Anann =

f
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Electronic Cost Transfers

The amount entered on the "FROM” panel is usually a (-) negative number. Be sure
to enter the "FROM” amount with the correct sign because PeopleSoft
automatically enters the amount on the “"TO” panel with the opposite sign.

-'§ET Campus Cost Transfer - Microsoft Internet Explorer . = 5[ &
File Edit Wiew Favorites Tools  Help |
WP Back « = - @ i3 | @Search [l Favorites @Med\a @ ‘ %v = =

PeopleSoft.

E»
Il Yin d o | ,

CostTransfer | From Transfer | To Transfer |

| UserID: rr227 Mame: Unit Cost Transfer No: MEXT |

First [4] 1 of 1 [¥] Last

. Original Original Emplovee/ -
Account - Equipment Tag Amount
Project ID Account Posting Date Reference Vendor ID Equipment Ta Amount

1 J2ooezoe7o @ [rst10z @ [1onzo0s [ 290123456 [ooo003sr03 @ -156.00 =

From Transfer

PeopleSoft amounts always carry three decimal places, with a trailing zero.

a GT Campus Cost Transfer - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

P Back ~ = - @ 7t | @Search [l Favarites @Med\a @ ‘ %' = N=if
Address |@ https:{{Fsdevl. psoft.gatech.edu:574 3 pspifsFunG/EMPLOYEE [ERP/c /6T _GRANTS.GT_GL_COST_TRNF.GEL j irks 2| =Y
PeopleSoft. : ot |

Eir
e Wind o | n

J_ CostTransfer | From Transfer § To Transfer

| User ID: mr227  Mame: Unit Cost Transfer No:  MEXT |

Customize | Find |V First [ 1of 1 Last

. Original Original Emplovee/ .
" quip 0
Project ID Account Posting Date Reference Vendor ID Equipment Ta Amount

1 |1EUEU81 Q |?511E|2 Q 10/2142005 290123456 IEIEIEIEIE|34703 Q I 146.000 =

To Transfer
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Cost Transfers "FROM” a Single Project ID for Multiple Account

Codes

You may only transfer charges “From” one Project ID per cost transfer; but, you
may transfer “From” many Account Codes within the same Project ID.

Use the Plus Key to add additional lines.

‘3 GT Campus Cost Transfer - Microsoft Internel

File Edit “iew Favorites Tools  Help

dmgack - o= - i s | Dhsearch  [GlFavorites  GliMedia (4 ‘ - S = 15
address |ﬂj https:j{fs.psoft. gatech.edufpsp/fprod/EMPLOYEE JERP/c/GT_GRANTS.GT_GL_COST_TRINF. GBL =] P |Links »| ey
» |GDLJSIE-| j| |Gl search = | @New! 5o S0 blocked ‘ M Check = o Autolink - | Auorl [ed options A0

PeopleSoft.

=3

MewsWindo | 5]

[ CostTransfer | From Transfer \_To Transfer |

| UserID: mr227 MName: ReeceMarorie Ellen Unit Cost Transfer No: MEXT |

First [ 1 of 1 7] Last

From Transfer Customize | Find | iew All | 8

. Original Original Emplovee! -
-
Project ID Account Posting Date Reference Vendor ID Equipment Tag Amourt

1 J2soez0810  Q [r14100 @ 120152005 [ 123456788 15600 =

PeopleSoft inserts a row with the project ID grayed out indicating that the project ID
cannot be changed.

‘2 GT Campus Cost Transfer - Microsoft Internel == x|
File Edit Wiew Faworites Tools  Help ﬁ
HBack ~ = - @ i3 | @Search [l Favorites @Med\a @ ‘ %v =h =
Address I@ https:ifs.psoft, gatech edufpsp/fprod/EMPLOYEE/ERP/c/GT _GRANTS,GT_GL_COST_TRNF,GEL j @Go | Links **| =3

»» |GDLJg].€vI j| ‘C| Search = | @le @ @Dbluck&d ‘ MF check » °R Autolink - Autofil E Options & :

PeopleSoft.

E»

Mew indo | 15

[ CostTransfer ) From Transfer '\ To Transfer |,

| UserID: mr227 Name: ReeceMarjorie Ellen Unit Cost Transfer No: NEXT |

First ] 1-2 of 2 [y Last

From Transfer Customize | Find | View Al | B8

. Original Original Employee! -
Project i) Account ing Equipment Tag Amount
Project ID Account Posting Date Reference Vendor ID Equipment Ta Amount

1 J2guezoeto @ [r1a100 @ 120172008 [ 123456709 156000 =
2 290620810 | a | Q| =y =

/'
Insert as many rows as needed to transfer costs from the same project but different
account codes.
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Electronic Cost Transfers

Entering the “"TO TRANSFER"” Data

PeopleSoft automatically carries certain data from the "FROM” panel to the “TO” panel
and fills in the appropriate field for you. Some of this data may be changed and some is
fixed.

‘3 GT Campus Cost Transfer - Microsoft Intei

o

File Edit “iew Favorites Tools  Help

dmgack - o= - 2 ﬁl Dhsearch  [lFavorites  Media (4 ‘ B-S =
Address I@ https:fifs.psoft.gatech.edu/psp/Fprod/EMPLOYEEJERP /cfiaT_GRANTS.GT_GL_COST_TRNF.GEL j @Go | Links **
» |Gouglev| || [Clsearch ~ | @M= 5 Shoblocked | A check < Autolik - ] Autorll [ Options

PeopleSoft.

=3

e Windm | &

j/ CostTransfer § From Transfer | To Transfer |

| UserID: rr227  Mame:  Reece Marjorie Ellen Unit Cost Transfer No:

To Transfer | i First 1 of 1 [ Last
. Original Original Employee!
Project i) ing Equipment Tag Amount
Project ID Account Posting Date Reference Vendor ID Equipment Tay Amount

1 I Q |?141E|E| Q1200142005 123456739 I 166.000 =

Enter the Project ID you are moving the charges TO. You may type in the project
number or click on the magnifying glass to use the Project ID search feature. Enter
at least the first 3 digits of the Project ID to narrow the search. The more digits you
enter, the easier it is to locate the specific project you're looking for.

E»
Mew wWindow | & =

Look Up Project ID

Project: [negins with = | 290620

Look Up | Clear | Carcel |Bagi|:L[|[|

Search Results
Wiew All

Project Description

1-100 of 106 |I| Last
Effective Date of Tree

Tree Hame

290620515 Varinyghonsors Agrt 77898 GT PROJ SECURITY D7I01/2000
290820516 valbus-ciso impelrm prog #10 GT PROJ SECURITY 07001/2000
290820518 cisgimplermentation GT PROJ SECURITY 07/01/2000
290620520 CISGQ IMPLEMEMNTATION PROG 12 GT PROJ SECURITY 07/01/2000
290620580 Control AC 6T PROJ SECURITY 07/01/2000
290820540 VIRGINIAS AL PHILPOTT GT PROJ SECURITY 07001/2000

90620541 [LLINOIS MANUFACTURIMNG EXT CEM GT PROJ SECURITY 07/01/2000
290820542 ILLINOIS MANUFACTURING EXT CEM  GT FROJ SECURITY 07/01/2000
290620543 ILLINOIS MANUFACTURING EXT CEM 5T PROJ SECURITY 07i01/2000

280620544 AUBURN UNNERSITY GT PROJ SECURITY 07i01/2000

Q0620545 VIRGIMIAS AL PHILPOTT GT PEGOJ SECURITY 07i01/2000

Q0620603 Gire Sofware Rights Fee Memo GT PREQJ SECURITY 07i01/2000

200620615 Pollution Prev Assist Div Admt GT PROJ SECURITY 07i01/2000

2906820632 POLLUTION PREVEMN 122200 GT PROJ SECURITY 07/01/2000

Q0620633 WASA A0 01025 GT PROJ SECURITY 07i01/2000

Q0620639 GADEPT MATURAL RES GT PROJ SECURITY 07i01/2000 g

QOE20677 FY05 GTRC ALLOCATION-MANUFACTL GT PROJ SECLURITY07/01/2000 q

290820680 Sponsored Research - Undesigna GT PROJ SECURITY 07/01/2000 uon

DANRPNAAL ORFGEORGIA ALUTHORITY GT PR SECURITY N7 /2000 LI %
[&] ’_’_E # Internet | |

§ﬂ5tart| | Bresce...| Byect .. | Fmcres.. | [ades... | Epeudor...| &lsT can | EYECT . | |@j-gq@ﬂ§§&@om 6:32 PM

eSO *
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E HEE
e
GEack > d ﬂ .;\J /-k’ Search :\'ﬂ Favarites é“e = (] - ﬁ ‘:“
Address Ejhttps:,l’ffsdevl.DsDFt.gatech.Edu:5943J'DsD,iftBstSJ'EMPLO\"EE)’ERP,I’C)’GTiGRANTS‘GTiGL7COST7TRNF.GBL hd GD Links > CDIJS]Ev b e
Y_’ < £‘  |Search Web ~ Q E' @' @ QMyWeb' =dMail = @Mv\"ahoo! - éGamas - %NCAA Hoops = b Music ~ »
PeopleSoft.

=13

Mew Window | Help | 5,

| CostTransfer | From Transfer ' To Transfer ),

UserID: mr227 MName: ReeceMarorie Ellen Unit Cost Transfer No: MEXT
To Transfer Custornize | Find | view sl | 8 First [ 4 o 4 [ Last
. Original Original Employee/ .
- I g
Project ID Account Posting Date Reference Vendor ID Equipment Ta: Amount
1280620518 |C |714100 |C 1250152005 123456789 166.000 [=]

Tab over to the “"Account” field. Enter the appropriate Account Code. You can use
the magnifying glass search feature if you want.

Original Posting Date defaults from “From” panel and cannot be changed here.
Original Reference defaults from “From” panel and cannot be changed here.
The Employee/Vendor ID defaults from the “From” panel if entered originally.
The Equipment Tag defaults from the “From” panel if entered originally.

The Amount field defaults with the opposite sign from that of the “From” field.

Cost Transfers from One Project to Multiple Projects / Accounts

Insert as many rows as needed on the “TO"” panel when you are transferring costs
from a single project to multiple projects/accounts. Data repeats from previous line.

Add rows as needed by clicking on the Plus Key.

Make changes to Project ID, Account, Employee / Vendor ID, Equipment Tag and
Amount fields as required.

3 GT Campus Cost Transfer - Micr: ;Iilzl

File Edit “iew Favorites Tools  Help |

PBack ~ = - @ 7y | @Search (] Favarites @Med\a @ ‘ %' = =

Address I@ https:fifsdevl, psoft.gatech.edu:5743/psp/FsFung/EMPLOYEEER P/ cJGT_GRANTS, GT_GL_COST_TRNF.GEL j @Go Links **| =}
Peop]eSOftz =

=3
Mew indm | &

j_ CostTransfer § From Transfer | To Transfer

| User ID: mr227 Name: Unit Cost Transfer No: MEXT |

To Transfer Customize | Find | Wiew All | £ First [4) 1.2 012 ] Last
. Original Original Emplovee! .
. quip) I+
Project ID Account Posting Date Reference Vendor ID Eguipment Ta Amount
1 |1GDEU81 Q |?511D2 @, 10r31/2005 290123456 IDDDDD34703 Q I 100.000 =
2 |1anev23 Q, |?511nz Q 10/3152005 290123456 [noo0034703 2 | Q| 56.000 =

Save your entry; record your ECT number and its status!
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Click on the | 2= button to save.

Filz:

Edit

Wigw  Favorites  Tools

j GT Campus Cost Transfer - Microsoft Internet Explorer

1o x|

Help

Goack + =» - (D) ﬁl Qhsearch (GFavorites G Media al -GS e E

ddress |@ http:f{fsdev. psoft .gatech.edu: S800/psp/frng EMPLOYEE [ERP/c/GT_GRANTS.GT_GL_COST_TRNF.GBL

souo [ |

=l @sa [unks »

» |Googlev|

PeopleSoft.
Menu 8

Search:
®

| CostTransfer " From Transier ) To Transfer |

[+ Wy Favarites

= GT Grants System
[ Setup and Maintenance
[ Budgets
= .Journals

- GT ozt Transfer

— Cost Transfer Form A

— Cost Transfer Form B

— Cost Transfer On Hold

— Cost Transfer Repaort &4

— Cost Transfer Report B

— Cost Transfer YTD

[- Manager Self-Serice

[> Purchasing

[> Asset Management

[> Commitment Control

[> General Ledger

[> Set Up FinancialsiSupply
Chain

[- Tree Manager

[> Reporting Tools

[ PeopleToaols

— My Personalizations

j| Search - | @N""‘! @ @Dblockﬁd | 5 Chedk - i Autalink -

Home

|User ID:  feampus21Name: Walker Janice D

Unit Cost Transfer No: 000011104 | /

To Transfer

_ Original
Project ID Account Posting Date

1[res1125 @ [F1a1s0 @ 12152008

Status:

B save [Z] Moty Previous tah

Emplovee)
‘Vendor ID

Original
Reference

123456789

Cost Transfer | From Transfer | To Transfer

<

|@ Done

':":F\utoFi\I EOptmns &

on out

Mew Window | &

Once entry
is saved,
an ECT No.
is assigned
and the
ECT

“status” is
displayed
at bottom
CATEGORY A- Transaction Approved
Mext tab
S
| 2l e
N

dstart || ) 8 @ O 7

J @ECT Tra.‘.I Endnbe | @Eudora | @GT Cam‘..I @ECT Ma‘..l @Documa...l @Project

o |<ﬁfﬂ$@$§0 QIS sovem

NOTE: Remember to record your ECT number and its status; you
will need this data to run the reports.

REVISED JANUARY 2011
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File Edit ‘Yiew Favorites Taools  Help

GBack - = - @D 2] & | Q) searc

Address .dﬁ https [ftechwarks. psauth.gatech.

= .Journals d
— GT Campus Cost
Transfer
— 5T GC Cost Transfer Cost
— Cost Transfer Form A Enter
— Cost Transfer Form B -
- Cost Transfer On Hold Firu
— Cost Transfer Report A
- Cost Transter Report B Run €
— Cost Transfer YTD
b OTF e
I Inguiry
[ Reparts Se
[ Letter of Credit
[> honth End Close
> Invoicing Find 2
[ Welcome to Techiorks
[ iy HR
> by Financials
[ Employee Self Bervice
[z Salary Planning § Distribution
I» Purchasing
[> General Ledoer

Your report options are:

Cost Transfer Form — A(428): Category “A” transfer
Cost Transfer Report — A(424): Category “A” transfer

Cost Transfer Form — B(429): Category “B” transfer
Cost Transfer Report — B(425): Category “B” transfer

Cost Transfer On Hold (426): Cost transfers pending G&C approval

Cost Transfer YTD Report (510): Cost transfers based on specified
date criteria

Remember that a complete ECT file package includes both a Form and Report
(either “A” or “B” as appropriate). You must print both Form and Report the same
day you make the entry. It is strongly suggested that you print both Form and
Report at the end of each ECT entry to ensure you can access them.
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Printing an “"A” Form and Report

To print the "A” Form and Report, select either Cost Transfer Form A or Cost
Transfer Report A from the left-hand menu.

File Edit Wiew Favorites  Tools

-3 Cost Transfer Form A - Microsoft Inte;

Help

Back - = - @ il | @Seard’

Address [&] hitps:jtechworks psauth.gatech.

» | Google - |

= Journals «

— GT Campus Cost
Transfer
— BT GC Cost Transfer

— Cost Transfer Farm A
— CostTransfer Form B
- Cost Transfer On Hold
— Cost Transfer Report A
— Cost Transfer Report B
— Cost Transfer ¥TD

[ GTF

[+ Inguiry

[- Reparts

[- Letter of Credit

[+ month End Close

[» Invaicing
[» Welcome ta Tech¥orks

I My HR

Enter the Cost Transfer No. that was given to you when the ECT was accepted and
saved by the system. You do not have to enter "OPRID". Click on “"Run”. Just enter
the 4 or 5 digit ECT number—the system adds the leading zeroes when you hit

“Run”.

Filz  Edit  Wigw

3 Cost Transfer Form A - Microsoft Internet Explorer

Favorites  Tools  Help

gk - o= - QD ¢t | Qusearch [GFavorites vedia (4 By S =

=

{ Forma

PeopleSoft.

Run Control ID:

mr227

Report Manager Process Monitar

Run

Business Unit IGT Q

Unit Cost Transfer No.; 000010884

A

opRD: |

& save | EL Return to Search

REVISED JANUARY 2011
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This brings you to the “Process List” screen. Look for the report name, then click
\\OKII.

“J Cost Transfer Form A - Microsoft Internet Explorer

== x|
File Edit Wiew Favorites Tools  Help |
B R | ﬁ| @search [GlFavorites EfMedia ¢4 ‘ B S =

PeopleSoft.

Er

Hamme: | _fddtoFavorites

e ind o |

Process Scheduler Request

User ID: mr227 Run Control ID: mr227

Server Name: PSUNK 'l Run Date: 1210512005 [51)
Recurrence: 'l Run Time; 4:12:50PM Regetto Current DateiTime |
Time Zone: Q

Select Description Process Name Process Type Type *Format Distribution

I Cost Transfer Form for CAT A GTGLR428 S0R Report \Weh 'l IPDF 'l Distribution
H n ”
Click “OK

Ok Cancel

Next you see the “Report List” screen. Look at the tabs across the top. You should
be in the "Administration” tab. This screen is static. In other words, to see new
information you must push the “Refresh” button. Press “Refresh” until the report
name becomes blue in color and is underlined. Now the report has finished running
and is ready to be viewed.

HBack - = - @ ﬁ| @Search [l Favorites @Med\a @ ‘ %v S =t

Address I@ https:/{fsdevl. psoft.gatech.edu; 5743 psp/fsfung/EMPLOYEEERP /G T_GRANTS, GTGLR42E, GEL j @Go Links **
PeopleSoft.
E»
e Wind o | n
{ Administration Y Explorer " List i Archives |

User ID: |mr22? Tyne: | jLas‘t: |_1|Days j Refresh |

Status: | j Fnlder:l j Instance: | to: I

Report List Customize | Find | Vi # First 1302

Report  Pres - Reuquest ;
Select D Instance Description Date/Time Format Status Details
e 12052005 Acrohat
- 5002629 50023808 Cost Transfer Form for CAT ‘A 413 24PM  pdf) (1Y
r 5002628 5002807 PEB Renort lzufgsufgﬁf Eﬁcﬁ?)at Posted Details
r 5002627 5002806 PEB Renart liégﬁé‘égﬁf Eﬁ':;“d?)m Posted Details

SelectAH DDeselecmll
Delete  [Click the delete button to delete the selected reportis)

Gobackto Cost Transfer Form A

REVISED JANUARY 2011 Page 20
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Click on the highlighted report nhame link to see the report.

- Cost Transfer Form A - Microsolt Internet Explorer

File Edit Wiew Favorites Tools  Help

P Back ~ = - @ f:ﬂl @Search (] Favarites @Med\a @ ‘ %v =] - E

Address I@ http:,l’;’fsdevl.DsDFt.gatech.edu:580UJ'pspJ'Ftr’n8)’EMPLOYEE,I’ERP,I’C,I’GT_GRANTS.GTGLR428.GBL?FolderPath=PORTF\L_ROOT_OBJECT.GT_GRANTS_SYSTEMI.GT_GM_JOj @GO | Links **

SeIeCtAH DDeselectAll

Y_’ - gvl jﬁaarth Weh|v| & B~ @v @ | (g My Web + = Mall @My Yahoo! = &Games * P Hotlobs = b Music - »
PeopleSoft.
i
Mew Window | B 4]
/ inistration ' Explorer " List Y Ancpfees
useriD:  [feampus?1 Type: | / | Last: [ 1] pays ~] Retresh |
Status: I j Fnlder:l j Instance: | to: |
Report List Custarmnize | Find | view ! | 8 First [ 15
Select Beport  Pres Descriptioi Rﬁ_ue_st Format Status Details
ID Instance DateTime
a0p 011 242006 :
= 4006469 4006878 Cost Transfer Form for CAT ¥ 10-73-45AM Acrobat (".pdf)  Posted Details
Comma
Il 4006459 4006866 GT Load Mass Move Request 211”322?3518 delimited Fosted Details
o *.osv)
Comma
] 4006458 4006865 GT Load Mass Move Reguest 315;2;53516 delimited Posted Details
o (*.oev)
r 400439 4006846 GT Load Mass Move Requast ?ylyégia Acrobat (pf) Posted Details
Il 4006425 4006832 Property Surplus Report %Iwigga Acrobat ¢.pdf) Posted Details
Comma
Il 4006405 4006812 Missing Equinment Report ?é'ﬂaljégg:‘ delimited Fosted Details
(.65 —

If you click on the Details link, the following screen will be displayed. Then click

again on the name of the report you are running to see the report.

PeoplrleSuof'ts

Home
3
Report Detail
Report ID: 4006469 Process Instance: 4006278 Messade Log
Name: GTGLR428 Process Type: S0R Report

Run Status: Success

Cost Transfer Form far CAT ‘A

Distribution Node: FTRMN2 Expiration Date: 011 8i2006
File List
Name File Size (hytes Datetime Created
Message Log 1,832 01/412i2006 10:24:12.000000A4M EST
otolrd28 4006878 PDF 2,625 014122006 10:24:12.000000AM EST
Trace File o 01/12i2006 10:24:12.000000AM EST
Distribute To
Distribution ID Type *Distribution ID
User fampus21

e Window | -

neEn =
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Results for Form “A":

fsdevl.psoft.gatech.edu:5743/psreports fsfund;/ 50026,

File Edit Wiew Favortes Tools  Help

d= ok ~ = - () ﬁl Qisearch  (FFavorites G Media gl B E=T=E|

15| x| 8
[ |

Address Iﬂj https:/ifsdevl.psoft.qatech.edu:5743/psreports/fsfund/S002629/gtalr426_5002908.FDF

= Pe |unks »

H = @ @[ Dswre - fal ]

e Y | Search Adobe POF files

COST TRANSFER JUSTIFICATION FOR SPONSORED PROJECTS FORM
CATEGORY A

Unit Cost Transfer No: 000010894

The documentation required teo support cost transfer requestes described in Secticn 6.0 -
Cogt Transfer Requests.

A. Reason for the transfer :
Check one of the feollowing reascone and provide any additional explanaticon to properly
document the propriety of the expenditure:

Pages\! Layars\l Slgna‘turas\! Bookmarks

1. _ Clerical error (Provide Explanation below in Part D)

2. ¥ Use of wrong account number (Provide Explanation below in Part D)

3. — 7 Reallocation of non-payroll costs based on actual usage (check a or bj:
a. Impractical to allocate at the time of criginal entry
b. — Materials and supplies not used

4. New award:

5. ___ Renewal award:

5. ___ Pre-award costs

7. — Other: (Provide Explanation below in Part D)

B. Additienal documentation

1. For all transfers:

|

a) Are any of the projects:
1) Over Budget? Yes fid
2) Past Term? Yes g
P U e M|
A 85x1lin ﬂ 2

| i4 4 1of 1 bl @ ©

[

oo B @wem

| OS24

= ] 5tart|

IEEERE

After printing the form, go back to the left-most menu and click on the next report

you wish to generate. A good system might be to print first the Form then the
Report for each ECT you've created.

» | Google - |

= Journals 4]
— GT Campus Cost
Transfer
— BT GC Cost Transfer

Cosl

,, Enter
_— — Cost Transfer Form B -
- Cost Transfer On Hold { Fim
— Cost Transfer Repart A
-_— - Cost Transfar Repott B Run
— Cost Transfer Y70
b GTF I
[+ Inguiry
I> Reports Se

[+ Letter of Credit
[> Manth End Close )
I Invoicing Find

[ Welcome to Techvorks

&> My HR

[z My Financials

[ Employee Self Service

[ Salary Planning f Distribution

[ Purchasing

[ Grneral | Adoer

REVISED JANUARY 2011 Page 22
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Results for Report “A”.

fsdevl.psoft.gatech.edu:5743/psreports fsfund;/ 50026

File Edit Wiew Favortes Tools  Help

d= ok ~ = - () ﬁl Qisearch  (FFavorites G Media gl B E=T=E|

JTseecttet ~ fal = ® - |

| Pages\! Layars\l Slgna‘turas\! Bookmarks

End of Repart

A 15,7 = 10.67 in al

Address Iﬂj https:/{Fsdevl. psoft.gatech.edu;5743/psreports Fsfuni/S002630 /gkalr424 5002909, PDF j @GD | Links **

Search Adobe POF files

Report ID: OTOIRA2L Gaorgia Institute of Techmalogy Tags 1 of 1

ELECTRONIC COST TRANSFER DATA/CATESORY A TRANSACTION TATA Fun Cats 05-Dac-2005
FISCAL YERR 2006 Fun Tims 15:15

Tnit o/T: 000010884

Reascn for Transfar: Wrg Ret/P]

Entry Dats: 23-HOV-2005

Tesr 1d:  mrad?

frojectIn Prims PI Azcount Raforence original Rocting vendor In Equipmant amcunt:

pacé Tag
29062088 Cowming, christephar € 540000 2306006858 17-00T- 2008 E503705 -4s.02
230610828 Cowning, christopher © 540000 2305008858 17-00T- 2008 E503708 as.02

[ i4 4 1of1 bl © Ol [d]

oo B @wem

| OS24

= ] 5tart|

IEEERE

PeopleSoft 8.8 allows you to select and run multiple reports at the same time, so
your Report List may look something like this:

/ inistration §_ Ewplorer Y List Archives |

Useri:  [mr2z7 Type: | Tliastt [ 7[oas x| Fefresn |

Status: I j Fulder:l j Instance: | to: |
Report List mize | Find |
Select %m ::’ﬁnce Description E—:"ﬁne Format Status  Details
- 5002630 5002909 Cost Transfer Report- GAT A lifgﬁgggf ’E‘:;Z%at Processing

r 5002628 5002008 Cost Transfer Form for GAT A ﬁgz‘iggﬁ *E‘f?d%at Posted  Details
r 5002628 5002807 PEB Report lzégsn‘fgff ?f;%%at Posted  Details
- 5002627 5002906 PEB Report lzggssfgggf ’E‘:;Z%at Posted  Details

SelectAH EDESEHECIA”
Delete  [Click the delete button to delete the selected reportis)

Gohackto Cost Transfer Report A

& Save

Administration | Explorer | List | Archives
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Printing a “"B” Form and Report

The “B” print selection also includes an optional date range. Here you can either
enter the Unit Cost Transfer No., or you can use the date range option to print all
within a particular range, or you can use both. If you use the Unit Cost Transfer No.
and the two date fields, please be sure the dates include the entry date for that
particular cost transfer. If the date range does not include the date of the individual
cost transfer number, no data will be found and no report will print. You do not have
to fill in the OPRID field.

—
Mew windaw | Help | &,
{ FormB
Run Control I mr227 Report Manager Process Maonitor Run
Business Unit GT aQ
Unit Cost 000011414 <
Transfer No.: =
OPRID:
From Date: 07/01i2005 |3 P
<
To Date: 06/30/2006 [
B Save & Returnto Search | [E] Motify B+ Add

The date range is optional. If you know the Unit Cost Transfer No., enter it and clear
the remaining fields on the form.

.
Mew window | Help | =)

{ FormB
Run Control ID:  mr227 Eeport Mananer Process Monitor Run

Business Unit GT Q.

Unit Cost 000011414
Transfer No.:
OPRID:

From Date: B

To Date: B

B Save | RReturntUSearch| [=] Moty | B Add | |

Click "Run” and then follow the instructions beginning on page 22 to print.
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Results for Form “B":

3 http:#fsdevl. psoft.gatech.edu: 5900/ psreportsiftest8/4009038/gtglr429_4010290.PDF - Microsoft Internet Explorer

Filz Edit GoTo Favorites  Help #’

OEack '\) @ @ é pSearch %"‘;\\?Favor\tes v@ Bv (} D ﬁ ..ﬂ

Address |® http:/ifsdevl.psoft.gatech.edu:5900/psreparts ftesta 4009038/ gtalr429_4010290.FDF

Beveccw 3 @ W[ODo FIQ- [0 [ | © [ 13-

Links ** Googlevl—"|”
bl ‘ IAdobe’ReaderI}j

I
-

k Pages

COST TRANSFER JUSTIFICATION FOR SPONSORED PROJECTS FORM
CATEGORY B

Tnit Cost Transfer No: 000011414

The documentation required to support cost transfer requests described in Secticon 6.0 -
Cost Transfer Requests.

A. Reason for the transfer :
Check cne of the following reascons and provide any additional explanation to properly
document the propriety of the expenditure:

1. Clerical erreor (Provide Explanation below in Part D)

2. X Use of wrong account number (Provide Explanation below in Part D)

3. Reallocation of non-payrell costs based on actual usage (check a or b):
a. Impractical to allocate at the time of original entry

b. T Materials and supplies not used

New award:

Renewal award:

Pre-award costs

Other: (Provide Explanation kelow in Part D)

=1

B. Additional documentation

1l. For all transfers:
a) Are any of the projects:
1) Cver Budget? Yes g

! comments \{ Attachments

Results for Report “B".

http:{ifsdevl. psoft.gatech.edu: 5900/psreports/ftestB/4009039/gtglr425_4010291.PDF - Microsoft Internet Explorer

Fle Edt GoTo Favarites  Help :?'

O © RO P drromn @3- BEUM B

Adcress @http:,l';'fsdevl.psoft.gatech.edu:5900,1'psrepDrts;'ftest8,1'4009039,l'gtglr425_4010291.PDF v/Ba ks » Google- ¥|»
%ESaveaCopy m % “ HW‘ILSeIect ﬁ: I+_+I| () v ® %- E-BE ol ‘ ¥ ﬂ'ﬂ% ,lq

-

=

4
Report ID: GTGLRAZS Gecrgia Instituts of Technalogy Page L of L o]
ELECTRONIC COST TRANSFER DATA/CATEGORY B TRANSACTION CATA Run Date 23-Mar-z00§
FISCAL YERR 2006 Fun Time 14:14

FECM DATE: 01-JUL-2005 TC DATE: 10-JUN-2006

| Pages

Tnit ©/T: 00011414

Reason for Transfer: Wrg Act/Fj
Entry Date: D0f-MAR-2008

User 1d: mrz2?

BrajectID erime FI Account Reference Original Fasting Vendar 10 Equipment Ancunt

Date Tag
112£800 Eettlevell-Henry, Jamst  TL4150 123458788 01-00T-2008 -1,250.00 =
1131230 Kettlmll-}im.ﬂ’ﬂmt TL4150 123456785 01-CCT-2005 1,000.00 N
7651125 Kettlmll-}im.ﬂ’ﬂmt TL4150 123456785 01-CCT-2005 250.00
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Cost Transfer YTD Options

You can print both “"A” and “B” Reports_but not Forms long after the day of data
entry by using the Cost Transfer YTD option from the left-hand menu.

Techiliogt

My Psge Welcome
s Journals d

— T Carnpus Cost
Transfer

— GT GC Cost Transfer

nsfer Farm A
— Cost Transfer Form B -
- Cost Transfer On Hold { Fm
— Cost Transfer Repart &
— Cost Transfer RM—

— Cost Transfer ¥TD

b GTF I ¢
[# Inguiry
I» Reports ce
[ Letter of Credit e
[> Month End Close
[» Inwoicing Find ¢
[ Welcome to TechvWarks
> My HR

If you know the Unit Cost Transfer No. (ECT number), enter it in the 2™ field and
clear all data in the remaining fields.

[ Cost Transfer YTD |

Run Comtrol ID:  rnr227 Repor Manager Process Monitor Fun

Business Unit IGT QL
Unit Cost [000015141

Transfer No.:

Dept: I

Opricl: |
From Date; I Eﬂ
To Date: I Eﬂ
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If you want to print out all ECT Reports within a period (month, quarter, year, etc.),
clear the Unit Cost Transfer No. out, then enter From Date and To Date, or use the

calendar option.

{ Cost Transfer YTD

Fun Comtrol ID: 227

Feport Manager

Process Momnitor

Fun

Business Unit IGT— Q
$:$1§§ No.:

Dept: I—
Opridk: |

From Date: Im El
To Date: m El

Forward through the “Process List” screen, click “*OK”, and follow prior printing

instructions.

REVISED JANUARY 2011
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System Edits and Error Messages

System Edits

The Electronic Cost Transfer system performs predefined edits on all entries
to:

Verify you have entered all the required data

Validate data entered

Verify that the Original Posting Date is within the current fiscal year.
Verify that the Project is active

Verify that the Account Code is valid in the current fiscal year

Verify that the Account Code is not a personal services, indirect cost, or
PCard account code

e Ensure that available funds are greater than the “To Transfer” amount

If the entry meets the above edits, the system determines how to process the
entry:
e As either a Category “A” or “B” transaction
e Posts Category "A” transactions the same day as entered
e Forwards Category “B” transactions to Grants & Contracts for review.
They will be held a maximum of two weeks, and then are deleted if not
approved. Category “B” transactions post the day they are approved

Category “A” entries post the same day as entered. In addition to the
above, if the entry meets these criteria, it will be processed as an “A” entry:

Within 60 days of original posting date

Total charges less than $5,000

Account code(s) remains the same

Account code is not 78XXXX (Tuition/Scholarship)
Project has not reached term date

Equipment Tag Number remains the same

Category “"B” entries post when approved by G&C. If an entry is valid but
does not meet the Category “A” criteria, it will be processed as a “B":

e Between 61 and 120 days of original entry date (Entries over 120 days
from original entry date will not be processed.)

Total charges equal to or greater than $5,000

Account code(s) has changed from the original posting

Employee ID number has changed from “"FROM” to “TO"” pages
Account code of 78xxxx (Tuition/Scholarship) is used

Project is beyond term date

Equipment Tag number has been changed
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Error Messages

Errors that require correction to continue data entry:

When the error message appears, click .. correct the error and tab out

of the field.

Field i._Js required

{ Cost Transfer ' From Transfer | To Transfer |

| UserlD: rmr227 MName: Reece Martjorie Ellen Unit Cost Transfer No: NEXT

*Reasoh Code: |3_Q Reallocation-Time of Entry I” Delete Entry

+ Justification f Comments: RUEGE

& Highlighted Fields are required. (15,300

Enter data into the highlighted fields.

OK |

DEPARTMENT CERTIFICA

that: 1. I have first hand knowledge as to the accuracy of

this costtransfer and have heen delegated authority within the department to certify this

request, and 2. The costs being moved to the project

identified above are directly related to the project scope, allowahle by the project budget, and

have heen incurred in a timel manner to henefit nroiect activities. ﬂ
Name: MARJORIE REECE Date: 017112006

Invalid value

I | Cost Transfer \__From Transfer | To Transfer |

|User|D: mr227  Mame:  ReeceMarjorie Ellen Unit Cost Transfer No: MEXT |

| |*Reasnn Code: .Q 1 ™ Delete Entry |

Microsoft Internet Explor x|

& Invalid value - press the prompt button or hyperlink For & list of walid values (15,11}

The value entered in the Field does not match one of the alowable values, You can see the allowable values by
pressing the Prompt button or byperlink,

OK |

at T Thave firsl hiand knowledge as [0 (e accuracy o
this costtransTer and have heen delegated authority within the departrment to certify this
request, and 2. The costs being moved to the project
identified above are directly related to the project scope, allowable by the project hudget, and _|

have been incurred in a timek manner to henefit nroiect activities

Name: MARJORIE REECE Date: 01/11/2006

B save Motify Previous tab Mest tab E  add | £ Update/Display

Cost Transfer | Erom Transfet | To Transfet
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Expenditure is Over 120 Days

Mew Windaw | Help | 1]

{ CostTransfer | From Transfer | To Transfer |

UserID: rr227  MName: Reece Marjorie Ellen Unit Cost Transfer No:  NEXT
First [ 1cf 1 [ Last
. Original Original Employee/ .
Project ID Account Posting Date Reference Vendor ID Equipment Tag Amount

1[oroeecs @ [rretso O G > | | =

Ettor - The Otiginal Posting Date Is Greater than 150 Days Old. Approval Reguired by G&C. (30000,63)

A

The Otiginal Posting Date must be lass than 150 days old. Please process this transaction marally
using the Cost Transfer Fotm, as this transaction cannot he entered electtonically.

OK |

B Save | =] Motify | Previous tab | Mext tab |

In this case, you must use the manual Cost Transfer Form to process this
change.

Budgeted Fund balance is too low for transfer

Microsoft Inter

& Budgeted Funds Mot Available For 1606% 23, Please Choose Another Project ID, (30000,67)

Wikhin the current accounting period, the available budgeted Funds Far a project must be greater than the tokal
transfer amount For & project,

oK | "To” project
does not have
sufficient
funds. Must use
Warnings: another
Employee / Vendor ID is required
al
Please Enter The Employee/Yendor ID Far Travel/Per Diem Accounts, (30000,57) T’:aveI/Per
_ _ | Diem transfer
The Emplovee Wendor ID have to be enkered for travelfper diem accounts {accounts like 6% or accounts i
7519%), — Employee or
Please Mote: All emploves ids begin with an 'E' Vendor ID
x| required
T
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PeopleSoft Financials 8.8
Electronic Cost Transfers

Equipment Tag number is required

Equipment
& Please Enter The Equipment Tag Mumber, (30000,58) transfer —
The equipment kag number must be entered For specific equipment expense acco tag
number

oK | el deted
I

Entry does not balance

F . m e

=
Debits and
& Unbalanced Entry Amounts. FROM=$-1501 TO=43000 DIFF=$1499 (30000,65) | credits do
The transferred amounts must be balanced, Please check all entered amounts, not equal
— Correct
oK before
proceedin
System does not understand the data entered
& The system does nok understand the date vou entered. Wa rning
Type the date using format specified in your personalization settings, OF use the calendar butkon ko pick|  MESSAgeE —
date. Correct before
o | proceeding

Errors that indicate a "B” entry:

There are other edits or validations that occur during data entry or when the
transaction is saved. Specific error messages are displayed indicating the
source of the problem.

Following are examples of the different types of error messages. When an

error box is displayed, click =222, correct the error and tab out of the field.
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PeopleSoft Financials 8.8
Electronic Cost Transfers

Original Posting Date is Greater than 60 days

Microsoft Internet Explor ' ﬂ|
& Watning -- The Ctiginal Posting Date Is Greater Than 60 Days Old, Approval Required by GRC, (30000,63) Notificatio
The: Original Posting Date must be less than &0 days old, This transackion will require further approval by Granty - 77 /message
and Contracts, - G&C

o review
o |

Project is beyond term date

Microsoft Internet Explor 2el
_ . . ) Notificatio
Watning -- Project Is Bevaond It's Termination Date. Approwal Required By GR.C. (30000,56)
n message

The Project ID's termination date must be greater than the current date. Please re-enter the Projeq G&C
further approwal is required by Grants and Contracks,

review
(0]4 |

Entry amount is greater than $4,999

SBack ~ = - g || {aY | SBSearch [wiFavorites BdfMedia | BN~ S & =]

Address |§’| http:/ffsdewl.psoft. gatech .edu: 5800/ psp ftrnSEMPLOYEE/ERP /GT _GRANTS.GT_GL_COST_TRMF.GEL
ed |GDLJgICv| || [Clsearch ~ | "= 55 Bhoblocked | A% check ~ N Autolink - | Autorl [ed Options .

PeopleSoft.

Notificatio
n message

Warning -- Total Charges Are Greater Than The §4,999 Limit By $501. Approval Reguired By G&C. (30000 64) - G&C

Search:

®

[ My Favarites
= GT Grants System
[» Betup and Maintenance

I Budgets Iftotal charges transferred are greater than the §4,999 limit, further approval by Grants and Contracts is required I'eVIew

0K Cancel |

l‘ﬂ"":-ﬂd
— Cost Transfer Form A
- (ﬂ)us?zransferlionl"r] EI
Equipment Tag Number has changed
. T . rr v en v P - . .
Microsoft Internet Explorer e
. . _ Notificatio
‘“Warning -- The Equipment Tag Mumber Has Been Changed. Approval By G&C Is Required, {30000,83)
n message
‘“When the equipment tag number is changed during a cost transfer, Furkther approval is required by Grants an G&C
Conkracts, -
Review
Ll rorniror
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PeopleSoft Financials 8.8
Electronic Cost Transfers

Notes:

During each month-end close, no ECT processing is allowed. During these
few days, all fields will be “grayed” to prevent data entry. You will need to
hold data entry until the Controller’s Office and Grants and Contracts opens
the following month for business.

Grants & Contracts Accounting performs periodic compliance reviews of the
Electronic Cost Transfer files maintained by each authorized user in their
respective departments. ECT files must be complete and made available for
review by Grants & Contracts Accounting personnel, the Georgia Tech
Internal Audit Department, State of Georgia and DCAA auditors, and external
auditors. Failure the meet audit standards may result in suspension of
privileges to enter Electronic Cost Transfers.
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COST TRANSFER JUSTIFICATION FOR SPONSORED PROJECTS FORM
CATEGORY B

Unit Cost Transfer No: 000014576

The documentation required to support cost transfer requests described in Section 6.0 -
Cost Transfer Requests.

A. Reasgon for the transfer :
Check one of the following reasong and provide any additional explanation to properly
document the propriety of the expenditure:

1. Clerical error (Provide Explanation below in Part D)

2. _X_ Use of wrong account number {Provide Explanation below in Part D)

3. Reallocation of non-payroll costs based on actual usage (check a or b):
a. __ Impractical to allocate at the time of original entry

b. Materials and supplies nct used '

New award:

Renewal award:

Pre-award costs :

Other: (Provide Explanation below in Part D)

~1 Oy U s

ARy

B. Additional documentation

1. ¥For all transfers:

a) Are any of the projects:
1) Ovar Budget? Yes g
z) Past Term? : No
b) Does the transfer involve expenditures for: ' -
T} Subcontracts? Yes Mg
2) Equipment? Yes =]

C. Timing of cost transfers
Ig this a tranfer of charges recorded in GIT General Ledger more- than &9 days before the
current month?

Yes o

D. Remarks/explanations/justifications:
These charges were billed to the wrong department.

E. Certification that the charges are correct and appropriate
Principal Investigator:

Date: 05-0CT-2006

or

Responsible official (with suitable means of verification that the charge is allowable and
proper)

SHEREE POSEY Date: 05-0CT-2006

Approval
Grants and Contracts Office: QZ?kﬁ{%S&jiijja/sz Date: ’()lg /()CQ
L B = —
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